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	Administration Assistant m/f

	Huawei is a dynamic and open-minded world-leading telecommunications solutions provider serving 35 of the world’s top 50 telecom operators. Huawei’s products and solutions are deployed in over 100 countries. Over 1 billion people globally are communicating using Huawei’s telecom products and solutions. Huawei has one of the broadest product portfolios in the industry that includes solutions for mobile networks, broadband networks, IP-based networks, optical networks, telecom value-added services, and terminal products. We sincerely invite ambitious ICT and Telecom Professionals to join us and realize their potential with Huawei! For additional Information, please visit us now at http://www.huawei.com.

	Job Description:
	To provide administrative service to ensure smooth operation of departmental daily work

	Key Responsibilities:
	·  Daily office work, including reception / office environment maintenance/ office supplies management / conference room management / booking transport, hotel and taxi / post letters / information processing

·  Provide administrative support to the department, including checking attendance / payment request / asset management / supplier management and other administrative support work.

	Qualifications:
	· Languages: German / Chinese / and/or English 
· Proficient handling of automated office equipment and software (such as WORD / EXCEL / PPT OFFICE, etc.)
· Good communication and organizational skills; dedicated, meticulous and hardworking

· Open character, lived in Germany for some years, familiar with local living environment

	Your 1st contact
	Please send your detailed Resume/CV in English by e-mail to yue.duckers@huawei.com, indicating your current salary and earliest start date. 

	
	In order to apply successfully, you must be eligible to live and work in the EU. Documented evidence of the eligibility will be required from candidates as part of the recruitment process.  Recruitment Agencies need not reply.



